Included are: Scanner graded test answer sheets
File is arranged: Chronologically by date test results entenéd into computer system.
& {8, WMonthly Reference Rate How oftan ara records referred to which are: ,
Oné’to six months oid 12 ; Seven to tweive months oid 15 ____: Thineento twenty-four months old 0? _
twenty-five monthsand older .. 0 ? ' ; oy W e
— PR e— . "y . - B Tt Ljf_-—’.-. ; D =373 %y ol
9. Annusl Rate of Accumuletion of Records ‘ 26 cu. ft.

— T T —_— -

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Pubhatson No. 76—-RM~1 for instructsons on completing thu form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. 83032|_Q1, | _ |

@ APPLICATION FOR RECORDS RETENTION SCHEDULE | pepanTmENT OF ARCHIVES AND HISTORY |

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
Application Dete Appllatipn Number
0317/ borticeet Soreteel prareror, e AT 82-60 -A
Apgplication Number 200 Piedmont Avenue, Room 418-West Tower | Dete Recaived Dats Competed
| |Atlanta, Geor‘gia 30334 . MAR 31 1088 | MAY 25 1988
2. Person to Contact ) ' Working Title . Tdophomumber
Mar i 0 ' — e WL L1 G SU

3. Actlon Requested o
8. [0 Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further sccumulation untlcuputed

| ¢ X¥KAmend Apolication No. 82-60.. ..~ Chack One: X8 Change; OJ_Supercede; [1 Void
4. Dates of Series 5. Record) Series Title (followed by title used in office; if different)
Earfiest Latest
e Employment Examination Scanner Graded Test Answer Sheet F11e

11/86 | Current .
8. Division and Office Function What is the function of the Division and the Oﬂlee in which this record series is created?

The Applicant Services Division is responsible for examining applicants for positions: to
determine eligibility for employment, including scheduling examinations, making reservations,
making public -announcements, providing place of examination, developing examinations, ... .-
conducting tests, grading exams, and notifying applicants.

7. Record Series Description  This file contains the following documents finclude form numbers and titles, i any):
Attach samples of the file.

Documents relating to:  Administering written and performance examination for Merit System job
classifications for State;of Georgia employment purposes.

-~

Lctm-siz_n drawers

i Logalsizedrawers . __.___;Shelves ________;Other (specify)

APr=8C U1; Rev, 78 T T R ' e




Attach copy or excert of laws or regulations. Explain administrative need.

29 C.F.R. 1602.31 (State and Local Governments) - 2 years

1A If not. where is it? , : -
X b. Does the series contain eonfidentia! information requiring security handling? If vaes, ciu law or regulation.
k)
A ¢. s this a vital record?
A d 3. Does this series have hist #ml or long term research vatue?
X . When one or two documents in the flh make it necessary to keep the entire file for a long ponod could these
neuumunzhtﬂ:mduhdjunﬂngx’
X 1 f 11 the informatioh contained in this series ever published? _If ves. attach coov. L
8. is the information contained in thcs series ever analyzed and/or recordad in 8 summarized report?
X If ves, attach copy,
h. Is there a duplication of this series in your office, or in another office or agency?
X it ves, where? ~
X L_hJhn1umu1bL1nummuzmnaantuiumnhdxinuuunnnd?
X i._Does the record saries result in a computer printout? Info. results in Lists of Eligibles & various
11. Retentlon Requirements The following requires the series to be kept: “GEMS reports.
a State law - ——Years, . d, Auditreried . years.
b. Statute of limitation : years. e. Administrative need 2 years.
"¢, Federsi law na years. £. Federal retention instructions 2 years.

12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of sach:

B Calendar Year; O Fiscal Year; p Other M%L then,

(¥ Hold in the current files area J.L__month(s) year(s); then
O Transfer to tocal holding area; hoid year(s): then

XEX Transter to State Records Canter; hold WAMXMX months; then
X Destroy.
O Transfer to State Archives for permanent retention.

O Other {Specify)

- - . - - " L. L ) -

NCTE: 1In the event a charge of discrimination has been filed, or an action -
brought by the Equal Employment Opportunity Commission or the Attorney

General, this recard must be reta1ned until final disposition of the .

charge or act10n

Thess instructions apply to all prior and future accumulations of the series.

T 8Bo3af- 02 .

AR-B5-TT; Rev. 76 A o (Reyri Side]

Date | Records Msnagement Officer (Signature)

Date |

J/z///// M%f

( )&m n-eordn Oummnm !S:gnatunl

Recommendations in para-

graph 12 are approved, _ State Auditor/Dasignee
YIf disapproved, attach letter ‘
of explanation.} Secretary of State/Designee

82»'@ —A i "%ttormvﬁn«olmtsiqm i




APPL'CATION FOR RECOR 1 - OFFICE OF THE SECRETARY QF STATE

| AFTL DS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publicatign No. 76—RM-1 for instructions on compileting this form. Forward signed original to

Department of Archives and H tory, Records Management Dwusmn. 330 Capitol Avenue, Atlanta Georg;a 30334,

Attention: Schaduling Section. .

FOR AGENCY USE 1. Agency Address , ‘ FOR RECOROS MANAGEMENT USE
Application Date Ga. State Merit System of Personne1 Admin . | Application Number :
3/10/82 - | Applicant Services B1v1s10ﬁ 82_ "'(QO
Appiication Numbar Room 572 Date Recsived Date Complated
£2.00 1 ~ 244 Washington Street, S.W. < |'MAR 1 6 1982 .

: _JAtrlanta Qﬁgég;&=3ﬂ33447 * _J:gpn 2 71982

2. Parson to Contact -, Working Title Telephona Number
Jeanie Johnson  Office Supervisor ’ 656-2728 :

3. Action Requested - : T .

4. O Estabusn Retention Schedule; record will continue to accumulate. - " - RO

b. O Dispose of presant accumulatidn; no fyrther sccumulation anticipated.

¥¥ Amend Application No. w%edi One: " Change: G Superceds; O Vo:d

4, Dates of Serias S. Reeords Serias ‘l'ntlo {followed by tu'le used in offlce, If dlfferent}
Earliest - Latoee ’

July 1977]7Present ?~ Emp1oyment.Exam1nat1on Scanner Graded Test Answer Sheets File

6. Division and Ofﬂee Functlon . What is the functlon of the Dlvmon and the Offuce in whlch thls m:ord saﬂes is created?

.The App11cant Serv1ces D1v1s1on 1s reSpons1b1e for exam1n1ng app11cants for
positions to determine e11g1b111ty for employment,’ including scheduling 7

~ examinations, making reservations; mak1ng public announcements, providing ™ --.
place of exam1nat1on developing exam1nat1ons conduct1ng tests, grading
exams, and notifying applicants.

7. Record Series Deseription Thas flle contains the following documents finciude form numbers and tftles if any):
Attach samples of the file.

administering written examinations for Merit System Job C1asses & entering
the results into the computer system.

Documents relating to:

Included are:  Scanner graded test answer sheets, manually graded test add sheets, and documents

used for grading test variations (no form names or numbers).

Fileisarranged: chronologically by date data entered into computer system, thereunder
alphabetically by applicants surname.

8. Moanthly Raferenca Rate How aften ara recards referred to wnich are:
One to six months old 200 Seven to twelve months old

twenty- -five months anm_

: Thirtzen to twenty-four months ald

»

9. Annuai Rats of Accumulation of Records
Letter-size drawers : Legai-size drawers

15 cu. ft.

; Shelvas

; Other (soecify)

AR=30=7. Aey, T8 N : e (Cwwr)
. %




YES | NO | 10. Questionnaire  (Place an X"’ in the proper column) ' e

- v e . - = -

“

a. Is this the official copy of the series? . ' .- .
X It not. where is it?

b Doas the serie con fidential information requiring security handling? If yes, cite law or requlatign.
X e e st ity squlatiq

¢. Is this a vital record? ‘

d. Does this series have historical or long term research value? i

#. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
document&hg_;ﬁlgd_u_e,d_:ggajmhﬂ ' :

f. 1s the information contained in this series ever published? If ves, aftach coov,

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach coov,

“h. isthere a duphcatlon of this series in your office, ar in another office or agency?
If ves, where?
iBmmmmmMmmwwmm¢MmmmMmmmMm

A L. Does the record series resuls in 2 compuser orintout? Info. resu]ts in List of Eligibles & varioud
11. Retentlon thuiremants ’ The foilowing requires the series to be kept: L GEMS rePQYfP_S e

1y
[}

po< B e ae]ee | o

A, Stata Law T _‘*r i yeér:. R -d, Auditperiod - - : 'vea‘rs.
b, Statute of limitation . _ years. «. - e, Administrativeneed - .- " 2 years.
_55._7Fed9!§_”ﬁl\f!‘ e —vere. 4, Fadaia.'. réteniion instructions 2 _years.

_ Attach copy or axeert of laws or regulat:ons Explam admimstratm need. L

‘_._,.‘.A

29 C. F R 1602 30 (State and Local Governments) - 2 Years "'“ E -'?7_'_f N | L

12. Approved Dlsppsition Instructions  This agency recom'mends that the file series be cut off at the end of each: o
' O Calendar Year; O Fiscal Year; X3 Other __2 months —then, ‘

0O Hold in the current filesarea —_____month(s) vear(s)' then | i

_;DJI'ransfer to local holding area; hold

year(s}; then
¥ Transfer to State Records Canter;hold .22 JXKXKXK¥X mon ths; then . -
¥} Destroy.

~£&1 “Transfer to State Archives for permanent ratention.
O Other (Specify)

NOTE: In the event a éharge of discrfmination has been filed, or an action
brought by the Equal Employment Opportunity Commission or the Attorney
- General, this record must be retained until f1na1 d1spositxon of the

charge or action.

Thesa instructions apply to all prior and future accumulations of the series.

 Agency Hesd/Designes (Signature} Date Reodrds Managemant Officer (Signature) _ Date

-~

S'm"‘))/w;cﬁg&»’wﬁ S/f.olg_?/
' % State Records Commi i ' - Date

graph 12 are approved. State Auditor/Designes 313 g

{1f disapproved, attach letter '
of explanation.} _ Secreta% Io;Sta_te/ Designee ,{ -2 2 -5:;

8 2~ 60 . Atterney Gerara!l/Dasignee W 4‘/-’/-42, :

Recommendations in para-




